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ADM NI STRATI VE ASSI STANT TO THE FI RE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a highly responsible admnistrative
position in the fire departnment service. The primary duti es and
responsi bilities include supervising the adm nistrative staff of
the department; mmintaining departnment records and reports;
assisting the Fire Chief in the areas of budgeting, research,
and pl anni ng; personnel adm nistration; and perform ng assi gned
public relations duties. The enployee of this class reports to
and has work reviewed by the Fire Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Relieves the Fire Chief of a wide variety of adm nistrative and
clerical details through performng specialized tasks in
personnel adm nistration, budget preparation, public relations,
and mai nt enance of records and reports.

Partici pates i n devel opi ng a personnel recruitnent and sel ection
program and interviews prospective enpl oyees, maki ng
recommendations for hire. Assists in the research and pl anni ng
of progranms and activities of the departnment. Wrks with boards
and agenci es whose operation or rules affect the careers of the
fire departnment personnel. Keeps informed on changes in the | aw
and | ocal trends that may affect the fire service and determ nes
i f any changes in departnment policies and procedures are needed.
Pl ans and organi zes departnental operations having to do with
personnel, including investigating conplaints agai nst enpl oyees
and nmaki ng recommendations for the appropriate action to be
taken. Testifies in court when required.

Manages the accounting for the noney and assets of the
adm ni strative function of the departnent. Gathers information
to be used in conpiling budgets and assists in the preparation
of the departnmental budget. Aut hori zes the expenditure of
funds, making sure that such expenditures are in accordance with
t he established budget.

Supervi ses subordi nate enpl oyees assigned to the adm nistrative

staff of the departnent. Hol ds neetings with subordinate
enpl oyees for the purpose of receiving reports and di ssem nating
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i nformation. Assigns work areas and schedul es and approves
| eave. Eval uates the work performance of subordinates and
wites enployee evaluation reports. Provi des technical

assi stance and “on-the-job” training. Maintains discipline.

Informs the public about fire department work by delivering
speeches or attending official neetings in order to release
informati on and answer questions. Acts as the departnent
representative to the news nedia. Oversees special projects
related to public relations or the i nage of the fire departnment.
Conducts polls and surveys to set goals for the public rel ations
program  Coordi nates the work of the departnment with rel ated
federal, state, and |ocal agencies, releasing information and
gi ving assistance when needed. Conducts tours of departnent
facilities for school or civic groups.

Provides for the nmaintenance of all departnent records,
i ncl udi ng maki ng deci si ons concerni ng what i nformati on shoul d be
included and in what form this information should be kept.
Conpil es and organi zes data needed for records and reports.
Wites | etters, newspaper articles, grant requests, or any ot her
type of official paper for publication. Personally conpl etes
any forns and records assigned.

Perfornms related duties as assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents nust be net before
adni ssion to examnm nation

Must neet all requirenments of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
States and of |egal age.

Must present docunentation indicating, at a mninmum that the
appl i cant has net the mninmum high school graduati on
requi rements necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenmentary and
Secondary Education. Such docunentation shall include at | east
one of the followng: high school diplom, high schoo

transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must have at |east ten (10) years of experience as a full-tinme
menber of a paid fire departnent.
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After offer of enploynent, but before beginning work in this
class, must pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.
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